
Joint Facility Scheduling Recommendations 

Date: [Insert Date] 

To: [Recipient Name] 

Title: [Recipient Title] 

Organization: [Recipient Organization] 

Address: [Recipient Address] 

Dear [Recipient Name], 

We are pleased to present our joint facility scheduling recommendations based on our recent 

discussions and collaborative efforts. Our goal is to optimize the use of our shared resources 

while accommodating the needs of all parties involved. 

Recommendations: 

• Facility A: Suggested availability on [Days/Times] 

• Facility B: Reserved for [Event/Usage] on [Date/Time] 

• Shared Equipment: Proposed sign-up system to maximize accessibility 

We believe these recommendations will enhance cooperation and improve efficiency in our 

shared use of facilities. Please review these suggestions and let us know your thoughts or any 

adjustments you may require. 

Thank you for your collaboration. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


